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eMARS Procurement Card Processing

1 — Orientation

This course will address the overall management of Procurement Card Administration spanning
setup through reconciliation of procurement card payment transactions and reporting.

A “Procurement Card” is a credit card (i.e., Visa) that may be used to purchase goods or non-
professional services that are allowable per established limits and Finance & Administration Policy
(FAP 111-58-00 Procurement Card Program).

The card can be used with any merchant that accepts the credit card provided the purchase is
allowable per the FAP above. Agencies use the Procurement Card to establish a more efficient,
cost-effective alternative to make small purchases, contract purchases and utility payments that are
within the policy.

As cardholders make purchases using the card (1), these procurement transactions are compiled
and received daily via an electronic file from the issuing bank. The file is then brought into eMARS
through a batch process (4) to create procurement card payment request documents (PRC2) for
each administrator (5). The administrator then reconciles the payment document and submits
accordingly for approval. On a monthly basis, the Commonwealth generates an Electronic Fund
Transfer to the issuing bank (7).
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eMARS 610 — Procurement Card Processing

Prerequisites
You should complete the following courses before continuing:

e eMARS 101 Introduction to eMARS (Required)

Learning Objectives

Describe the overall Procurement Card administration process including setup, individual
payment reconciliation, and disbursement

Demonstrate the setup of Procurement Card users within the Procurement Card
Administration (PRCUA) table

Demonstrate the reconciliation process of Payment Request records
Describe reporting throughout Procurement Card Administration

]
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2 — Procurement Card Processing

A procurement card is a credit card (for example, Visa) that may be used to purchase goods or non-
professional services that are allowable per established limits and Finance & Administration Policy
(FAP 111-58-00 Procurement Card Program). The following flowchart represents the procurement
card processes needed in order to achieve accurate creation of payment documents; proper
reconciliation by administrators and a timely payment to the issuing bank.

Setup Procurement Card Process

Setup of Accounting
Templates and/or
Profiles in
(ACTPL) / (ACTPP)

Unprocessed
Procurement Card
Activity Table
(PRCUU)

Credit
Card
File

Procurement Card
Loading process

A

Payment Request
Documents
(PRC2)

Procurement Card
Payment Creation
process

Paid Procurement
» Card Transaction
Table (PRCUT)

Procurement Card
Administrator
(PRCUA)

Automated
Disbursement
process

Vendor/Customer
Record add Merchant
ID (VCM/V/CUST)

EFT to Issuing Bank

Procurement Card Setup

The Procurement Card Process requires several tables to be established before the process can
begin. The following entries need to be made to setup eMARS for procurement card processing:

e The Procurement Card payments use a default accounting distribution to determine the
accounting lines for the transactions. Thus, the appropriate accounting template needs to
be established on the Accounting Template (ACTPL) table.

e The procurement card bank file contains the transactions by the vendor/merchant’s
Merchant ID and Tax Identification Number (TIN). Transactions on the payment document
will contain the vendor number from the Vendor/Customer (VCUST) table if a match is found
between the data from the bank’s file and the VCUST table during the payment creation
process. Otherwise, a miscellaneous vendor code will populate with the merchant’s name in
the legal name field. Administrators can add Merchant ID’s to the VCUST table by creating
a Vendor/Customer Creation (VCC) document (VCC documents are discussed in the
General Procurement manual).

]
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NOTE: Merchant Id’s on VCUST records are not required for payment processing. However, if
transactions are 1099 reportable, proper setup will infer the vendor information and save data
entry on the payment document.

e All Procurement Cards must be established on the Procurement Card Administration
(PRCUA) Table before transactions for that card can be received on a payment document.
Information established on PRCUA include, but is not limited to:

o Card Number and Cardholder Name

o Administrator Information (Account, User ID, Department/Unit)
o PCardID

o Card Limits and Expiration Date

o Assigned Accounting Template

Procurement Card Batch Process

Card transactions for all Commonwealth cardholders are received daily via an electronic file from
the issuing bank. Each business day, the Finance and Administration Cabinet, Office of the
Controller will load the electronic file through a batch chain job. During this process, Procurement
Card Payment Request (PRC2) documents are created for each administrator in “Draft” phase
based on data from the electronic file and the Procurement Card Administration (PRCUA) table.
Administrators will locate the PRC2 documents for their respective department and unit via the
Document Catalog or Accounts Payable Workspace.

If a cardholder’s transactions appear in the electronic file and that cardholder does not have a
record on the PRCUA table, then the transactions for that cardholder will not appear on the PRC2
document. Instead, these “orphaned transactions” appear in error on the Unprocessed
Procurement Card Activity (PRCUU) table which is maintained centrally. Administrators will be
notified by the Office of the Controller of “orphaned transactions” and expected to correct the
problem immediately as to ensure timely payment to the bank.

Procurement Card Reconciliation

Each administrator will be responsible for reconciling transactions on the PRC2 document.
Reconciliation includes but is not limited to:

e Reconciling receipts against the transactions;
Ensuring Accounting information is accurate;
Adding correct 1099 reporting information, when applicable;
Selecting proper commodity codes for fixed asset purchases, when applicable; and
Selecting the proper Reconciliation Status (Reconciled, No Receipt, Dispute, Sales Tax
Included)

Once the PRC2 is approved, each transaction will post to the Paid Procurement Transaction
(PRCUT) Table. Administrators can use the PRCUT to view transaction by reconciliation status.

]
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At the close of each cycle administrators should reconcile the total paid to the bank with the total
due per the bank’s cycle statement. The 8070 PCard Monthly Settlement Report is available
through InfoAdvantage to assist in this process.

Procurement Card Payment Process

The schedule payment date on the PRC2 document is determined by the payment cycle and will be
inferred from the batch process. This date should NEVER be changed. If the scheduled payment
date has passed before the PRC2 is validated and submitted an informational error will be
generated. The PRC2 will submit with this informational error and payment will be made during the
next nightly cycle.

Generally, PCard payment cycles begin on 17" of the month and end on the 16" of the following
month. Payment is due to the issuing bank 14 days after the close of the cycle (on or about the
30™). An Electronic Funds Transfer (EFT) will be generated in sufficient time for the payment to
reach the bank by the scheduled payment date of that cycle. Please view the current PCard
Payment Schedule for current process and due dates.

Setup Procurement Card Administration (PRCUA)

To establish procurement card information in eMARS the Procurement Card Administrator must
create a Procurement Card Administration record in the Procurement Card Administration (PRCUA)
table. The following items must be setup prior to creating a PRCUA record:

e Accounting Templates - Accounting templates are established on the ACTPL table to
identify single funding strings used by the agency. For information on establishing
Accounting Templates, please refer to the eMARS Chart of Accounts manual.

e Administrator IDs —The Administrator ID is established centrally on the Security User
(SCUSER) table. This value will be the five digit Company Number assigned by the issuing
bank. The Administrator Name, Phone Number, Department and Unit will all be inferred
from the SCUSER table based on the Administrator ID shown on PRCUA. The
Administrator Name will be the name of the respective procard site. The Department will be
the primary department number for the agency site administrator. The Unit will be a
centrally assigned unit code that is unique to each PCard site. The Unit field will be used to
secure the PRCUA table so that each administrator will see only those cards which fall
under their respective site.

The PRCUA table can be accessed via the Accounts Payable workspace in the Procurement Card
Administration section or through Page Search. Administrators will copy an existing card record to
establish a new card. Administrators who have access to more than one administrative site should be
careful to select the proper card record to copy.

]
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PRCUA Fields

Field

Description

Required

PCard ID

Last 4 digits of the Cardholder Card # + first initial + last name
For example, Cardholder Name is Jane Doe and Cardholder
Card Number is 4501 1231 3333 2322, thus the Pcard ID would
be: 2322JDoe (Field is 20 characters). Verify the field before
saving the record. Once this field is entered and saved, it
can not be changed.

Yes

Card Number

Credit Card Number (16 Digits no spaces or dashes). Verify
the field. Incorrect card numbers will result in orphan
transactions.

Yes

Status

Status of the Credit Card (Active, Inactive, Suspended,
Cancelled). Transactions for cards marked as inactive,
suspended, or cancelled will not post to PRC2 documents.
Therefore, administrators will need to ensure that all
transactions for the card have been received prior to
changing the status from active.

Yes

Card Type

Type of Credit Card (Select Visa)

Yes

Account

Billing Account Number for the Administrative site. The issuing
bank uses this number to apply the payment for each
administrative site. This number should copy from the
selected record and should not be changed. Administrators
who have security to more than one site will need to ensure the
proper Account Number is inferred from the copied record.

Yes

Cardholder ID

eMARS User ID of cardholder.

No

Cardholder Name

Inferred if cardholder User ID is selected otherwise name must
be entered directly by administrator.

Yes

Manager

eMARS User ID of the cardholders manager.

No

Manager Name

Inferred if manager User ID is selected otherwise name can be
entered directly by administrator.

No

Accounting
Template

Template used to infer funding on the accounting lines of the
payment request. Do not enter an Accounting Profile on the
PRCUA table.

Yes

Expiration Date

Expiration date of the credit card. Ensure the Expiration Date is
accurate. Be sure and extend the Expiration Date when
cards are reissued. Do not change the expiration date on
closed cards. Transactions against expired cards per
PRCUA will post to PRC2 documents. However, an error
will be received upon validation stating the card nhumber is
expired.

Yes

Effective Date

Effective date of the credit card.

Yes

O
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Field Description Required
Administrator ID Five digit Company number assigned by the issuing bank used | Yes
to identify the administrating site. This number should copy
from the selected record and should not be changed.
Administrators who have security to more than one site will
need to ensure the proper Administrator ID is inferred from the
copied record.
Administrator Name, | Inferred from the Administrator ID. Verify that the Administrator | Yes
Phone, Department, | Department and Unit fields are inferred correctly — the
Unit Department and Unit will be used as the Document Department
and Document Unit during the payment creation process of the
PRC2 documents.
Spending Limits Spending limits established for the credit card. Commonwealth | Yes

Single
Transaction

Daily
Monthly
Annually

cards are not established with annual limits, enter 0.00 in this
field. All other spending limit fields should be entered with
actual limits per the card. The system does not validate against
the limits.

)
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Procurement Card Administration

Menu Quick Search

Manager Mame

Manager Fhaone

| Student21

Administrator ID PCard ID 4 Digit Card # | Cardholder Hame
+  Student21 97531 2468012321 210 STUDENT21 2104 Cardholder 249-1 Active
Student21 97531 2468012321 2102STUDEMT2 2102 Cardhalder 21-2 Active
Student22 97531 2463012322 220 STUDEMT22 2204 Cardholder 22-1 Active
Student22 97531 2468012322 2202STUDENT22 2202 Cardhalder 22-2 Active
Student23 2375324680123 23D STUDENT2S 2301 Cardholder 23-1 Active
First Prew Mest Last
Details
Save Undo Delete |nset Copy Paste Search i!
~wGeneral Information
PCard 1D : |21|Z|1 STUDEMT21 Accounting Profile I
Card Mumber : |5432E?E|9123421D1 Accounting Template 1D : IEDF532

4-Digit Card # : [0 01 Expiration Date : [03012007 [
Status : Effective Date : IW
Card Type |Visa M Last Action Date : 0372972008
account - [575312468012321 Adminigtrator 1D : [Student21
Cardholder 1D I Administrator Marme IEMARS Student 21
Cardholder Marne | ICardhnlder 7.1 Adrministrator Phone : IBBB-BBB-BBBB
cardhaolder Phane - IBBB-BBB-BBBB Administratar Dept : 075
Manager I Administratannit:l—

Comments

)
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Exercises — Logging In to eMARS

You will use a Student ID to access the training database during class. These IDs are only set up for
the training environment.

From the Login page, enter the following information:

Required Fields Values

User Name Enter your Student ID from your Student Card.
NOTE: User Names are case sensitive.

Password Enter your Password and click Login.
NOTE: Passwords are case sensitive.

IIY. ADVANTAGE

User Name : Iacamic
Password : I"‘“““““““““““““‘k

Copyright @ 1999, 2004.
American Management Systems, Incorporated.
Al rights resenved.

Use of this software is subject to
AME license agreement.

AMS ADVANTAGES iz a

registerad trademar of
American Management Systermns, Incorporated.

Add AME ADVANTAGE to wour Favorites

]
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The Home Page appears.

’I I\m\ ADVANTAGE ome  Pesonalce  Help  Accesibilty  Logout

Wieleome, nell everett

Buccet I Countine
+ Message Center

» Search

} History

} Favorites

» Administration

)
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Exercise 1 — Create a New Credit Card on the Procurement Card Administrator (PRCUA) Table

Scenario

Your site has a new credit card that needs to be setup on the Procurement Card Administration
(PRCUA) Table.

Task Overview

You are logged in to eMARS using your student ID and password. You will create a PRCUA record to
establish a credit card and related information. The record will be created by copying an existing credit
card record from your administrating site and entering the appropriate information.

Procedures
1.

Go to Search - Page Search. In the Page Code field enter PRCUA Click Browse.

A http://162.114.104.152 - AMS Advantage - Microsoft Internet Explorer,

’, Ih\ DVANTAGE Home  Personalize  Help .n-:-:asslnllltym

it 01 'rocu = =] itin

Training 3 Financial

» Message Center Page Search

« Search
Page Search
Document Catalog
infofdvantage Category | v|

» History .
> Favortes Page Type:

» Administration Description - I

Page Code ; IPRCUA*

Browse Clear

Description Page Code

~  Procurement Card Administration PRCUA
First Prew Mesxt Last Open With [ ata

Menu

O Inkernet

rI.’-‘ start T 7 Inkernet Explorer - Inbox - Microsoft Cut. .. B cmE0l_procurement_,. EE"{ cmE01_procurernent ... Mk Uy Um 11:24 AM

2. Select the Procurement Card Administration (PRCUA) link. The PRCUA Table opens.

)
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Home Persc

unting

Training 3 Financial
> MonEsgo Contor Procurement Card Administration
Page Search

Document Catalog

infoftdvantace
» History +  Student0d 97531 2465012300 0001 STUDENTOD 0001 Carchaolder 0-1 Active

» Favorites | Student0)  S7SH2468012600 DOOZSTUDENTOO 0002 CarchoderD2  Actve

» Administration Student Q7S 2465012301 0101STUDEMTOM 0101 Cardholder 1-1 Active

Menu Quick Search

Administrator ID Account PCard ID 4 Digit Card #  Cardholder Name @ Status

Studentd2 0297531246580123 0201STUDEMTOZ 0201 Cardholder 2-1 Active
First Prew Mext Last

Details
Save Undo Delete Insert Copy Faste Search Fk

rwGeneral Information

PCard ID : [0001STUDENTOD Accounting Profile |
Card Number : [5432675912340001 Accounting Template 10 : IG?5802

4-Digit Card # : [P Expiration Date : [D3/01/2007
Status : Effective Date : IDSQBQDDB
Card Type : Last Action Date : 05/26/2006

aecount: 57531245601 2300 Adrninistrator 1D |StudentDD

Cardhalder 1D I Administrator Mame

Cardholder Mame |Cardho|der 0-1 EaminiSitoRRRONSE _

Administrator Dept
Cardholder Fhone IBBB-BBB-BBBB
Administrator Unit

Manager |
Manager Marme IStudentDD
Comrments
Manager Phone : | ~|
i | i} ] l|
O Inkernet
- Inbos - b B cmE01_procuremert. .. E_E{ cm&01_procurement. .. ] g 0L

)
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3. Click the Search link to search cards for your Administrator ID. Enter your User ID or use the Pick
List to select your User ID in the Administrator ID field. Click OK.

NOTE: The search on Administrator ID is case sensitive. In production, administrators may not be
required to search for card records.

3 Search - Microsoft Internet Explorer p... E|@”E|

PCard ID : |

4-Digit Card =: I

Account : I

Cardholder Hame : I

Administrator ID : |

2k Clear Cancel l

)
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4. Ensure that one of the credit card records for your administrative site is highlighted. Click Copy
5. Click Paste to insert the copied record.

Cad
Procurement Card Administration
Menu Quick Search
Administrator 1D PCard ID 4-Digit Card # | Cardholder Name | Status
Studertol 97531 2465012301 D101 STUDEMTOM 0101 Cardholder 1-1 Active
¥ Studertl E§5312458012301 0101 STUDEMTOM Cardholder 1-1 Active
Studertol 5312468012301 D102STUDEMTOM 0102 Cardholder 1-2 Active
First Prew Mesxt Last
Details
Sawe Undo Delete Insdd Copy Faste Search Fhk
~wGeneral Information
PCard ID : |0101STUDENTO1 Accounting Prafile :
Card Mumber | Accounting Template 1D : (75802
4-Digit Card #: | Expitation Date © |03/01,/2007
Status : Effective Date : [03/26/2006
Card Type : | Visa v Last Action Date ;
Account : [5753 12468012301 Adrministrator D :[StugeniD’
cardholder 10 | Administratar Mame : |
cardholder Marme |Cardh0|der 1 Administratar Phone |
Administrator Dept : D
Cardhalder Phone ; |355-685-0060
Administratar Linit
Manager |
Manager Marme |StudentD1
Comments
Manager Phone |
—wananding | imits ‘_'
< |

Note: The Account, Administrator ID, etc. has been copied onto the new record. Only the new
credit card information (i.e. PCard ID, Card #, Name, etc.) needs to be entered.

]
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6. Enter the following information:

Required Fields Values

PCard ID Refer to Student Card

Card Number Refer to Student Card

Cardholder Name Your Name

Cardholder Phone 502-888-2006

Manager Name Your Student ID Number.

Accounting Template ID Same template ID will be used.
NOTE: In production a different accounting template
may be used.

Expiration Date 10/01/2011

NOTE: In production it may also be necessary to adjust the spending limits.

7. Click the Save link.
8. Ensure that there were no errors. If yes, correct the errors. If no, record saved.

]
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Unprocessed Procurement Card Activity (PRCUU)

During the PCard batch process PRC2 documents are created with all transactions that have
cardholder and account information properly established. If during the batch processing there is
insufficient data to establish transaction(s) on the PRC2 document, the transactions will post to the
Unprocessed Procurement Card Activity (PRCUU) Table.

NOTE: PRCUU is a centrally maintained table and can only be accessed and viewed by the
Office of the Controller.

One likely reason for unprocessed activity is that the PRCUA record is either absent or the card
number was not accurately entered on the PRCUA Table. This will result in “orphaned transactions”. In
this instance, someone from the Office of the Controller will contact the administrator responsible for
the card number and ask that the card record be accurately entered on PRCUA. Another common
reason for unprocessed activity is that the transaction(s) for a particular administrator sum to a credit
balance. In this instance, transaction(s) will continue to accumulate from the daily batch process until
the total of all transactions for an administrator is a positive value. At that time, a PRC2 document will
be created.

]
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Unprocessed Procurement Card Activity

s

Menu Quick Search

Administrator ID Card Number Merchant ID | Merchant Name | Amount
' 7150573321 56444  4715150003306639 12345678 PLAWORK F2,000.00
T15057332156444 4715150003306639 12345678 PLAMWORK F2,000.00

First Prev Me:xt Last

Dretails
Save Undo

rwGeneral Info

Search

sk

Card Mumhber
Account
Merchant ID
Merchant Mame
Trans Date
Taxpayer ID Type
Taxpayer 1D
Amount

Reconciliation Status

Administrator 1D :

FCard IDv:

: |4?1 5150003306635

: |?1 a057952156444

- 12345678

: |PLwWORK

- 121152005

S |EIN

- [123456729

|52 000.00

: |N|:|t Reconciled

Fay: [
Delete: [
3

Reason:

 BOrder Document

Top

These records remain on PRCUU because Card Number cannot be found (Reason 3).

)
5 calIams

21 of 46



eMARS 610 — Procurement Card Processing

Procurement Card Payment Request (PRC2) Document

The Procurement Card Payment Request (PRC2) documents created during the PCard batch process will appear
in the Document Catalog in draft phase. Administrators will be expected to check the Document Catalog daily for
PRC2 documents and to reconcile the transactions with the receipts of purchases. Administrators will be able to
identify vendors for 1099 reporting, edit funding, enter a reconciliation status, and enter valid commodity code
values for purchases of fixed assets. PRC2 documents will generate fixed asset shell documents provided the
proper commodity codes are recorded. Once complete, administrators should submit the PRC2 documents into
workflow for approval and ensure the documents are approved timely.

The PRC2 records will be generated per administrator on a daily basis provided that administrator had
transactions post for the respective day. The PRC2 document ID’s will have the department and unit of the
administrator and have a prefix of “PRO”.

SEARCH TIPS: Administrators should search daily for PRC2 documents. Use the following search tips when
searching the Document Catalog.

Always use the Document Code (PRC2), Dept and Unit. Recall that the Unit is specific to each
administrative site. Therefore, only documents for that site will be reflected when searching by
the Unit.

The Create Date can be used to locate documents received on a specific day or to locate all
documents received after a specific day. For example, to locate all documents received after
04/14/09, use the greater than symbol (>04/14/09).

To view all unapproved documents, select “Draft” from the Phase drop down list.

Key Fields on the PRC2 document

Please refer to the following when completing a PRC2 document.

Secondary | Sub-Section Key Field Required, Comments
Navigation Optional or
Panel Inferred?
Header General Accounting Period | Inferred Will default to the current accounting
Information (Budget Fiscal period upon final approval. However,
Year, Accounting users will be required to enter during
Fiscal Year and fiscal year end, Period 13
Period)
Pcard Payment Inferred Represents PCard payment
Flag Do not change
PCard Inferred Administrator ID inferred from
Administrator transactions on PRCUA
Do not change
Document Inferred Populated with the Credit Card Posting
Description Date of the transactions
Do not change
Payee Payee Inferred Issuing Bank
&
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tip://162.114.104.152 - AMS Advantage - Microsoft Internet Explorer,

unting

e e PRC2 - 075- PRO100000000 1- 1- New- Draft

 Header Lo toru J
Load Accounting Profile
sk
rwGeneral nformation
%in S Actual Amount : $70.00
SCCOUNTING LNSPBLTION ' .
T rmme. Docurnent Name : Retainage Amount -3 0 $0.00
Accounting : I— s Discount Amount i3 ; §0.00
Posting RECOrGRal: Penaltyinterest Amaunt (+) : 0.00
Document Comments l— " Ty
T Budget Fy': Withheld Amount (<) © §0.00
Document Reference Fiscal Yaar: I Intercept A.mUle () §0.00 =
Future Triggering Usze TaxWithheld () : $0.00
Period : I Default Intercept Fee Amount i) - $0.00
: Supplementary Intercept Fee Amount(-) : $0.00
Bank Account I ™
B Payment Amount (=) - $70.00
Accounting Profile I Outstanding Amount © $70.00
Replacemnent: [~ Closed Amount : §0.00
Feferenced Amaunt : $0.00
FCard Payment: W i
PCard Administratar IStudentD1
Cited Authariy : | B
Dacurnent Description : gé?gétg%%rg RostingiDates
rePayee
Payee Yendor : [ CODOD100077
v
| - i ] l!_
0 Internet
Dacur, .. O cmé01_procu... =k

)
g cal dms 24 of 46



eMARS 610 — Procurement Card Processing

Secondary | Sub-Section Key Field Required, Comments
Navigation Optional or
Panel Inferred?
Vendor General Vendor Customer | Inferred Vendor Code inferred from bank
Information transactions
Taxpayer ID Conditional Required on transactions against
Number & objects that are 1099 reportable
Taxpayer ID Type
Merchant ID Inferred Merchant ID inferred from bank
transactions
Disbursement | Scheduled Inferred Due Date of payment cycle
Options Payment Date Do not change
SPECIAL NOTES:

e Vendors may have more than one commodity line. For example if there are three separate

transactions for Cardinal Office Supply for three different cardholders, Cardinal Office
Supply will show as one vendor line in the vendor section. There will be three commodity
lines per the one vendor line.

If a match is found between the Merchant ID or Tax Identification Number from the bank file
and the Merchant ID or Tax Identification Number within the VCUST record, then the system
will infer the Vendor Code VCUST record.

If no match is found, a miscellaneous vendor will be inferred in the vendor section and the
Merchant Name from the bank file will appear as the legal name.

If a 1099 reportable object code is used on any accounting line associated with the vendor,
then the appropriate vendor must be selected from the Vendor Customer (VCUST) table via
the pick list on the document. If the vendor is not registered, a Taxpayer ID Number and
Taxpayer ID type will be required on the document for 1099 reportable purposes.

The Scheduled Payment Date will be inferred from the batch process. This date represents
the Due Date of the payment cycle and should NEVER be changed.

)
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ttp:/f162.114.104.152 - AMS Advantage - Microsoft Internet Explorer.

Home Personalize Help L aility Logout

Heacler
~ Wendor

Vendor Line VWendor Customer Legal Hame Line Amount

a5 <7 1 Y0000 00031 Cardinal Office Products a0.00

53
Insert Mew Line Insert Copied Line First Prev Go To Mext Last
Accourting Distribution
COMmm .1 éh
Accourting
Posting rwGeneral nformation
Document Comments - 5 =
Document History Wendor Customer IVCDDDD1DDDS1 Wendaor Contact 1D : |
R e Legal Mame : |Cardina| Office Products Wendar Contact Marme :|
Future Triggering
AIiasIDEIA:I Wendor Contact Phone :I
Address Code |ADDD1 vendor Contact Phone Ext. :I
Address 1 :IS?E E hain 5t YWendaor Contact Email :I
Address 2 :I Fax:l
City |Frankf0r1 Fax Extension :I
State | | Kentucky > Weh Address hitp:r: I
Zip Code: |40501 Taxpayer D Number:l
Countey : IUS Taxapayer D Type
County: I Merchant IC IVCDDDD1DDDS1
Tax Profile
Recelved Service From Date ; I
Received Service To Date I
]|
i, i} ] l|
O Inkernet
i’.! start ~ 6 InternstE... - Inbo Cro... B Training - [E:'.f o0l _procu,.. -4 ﬂg_., ; -5-» why U LE:_ cm Y, 9:14 AM
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Secondary | Sub-Section Key Field Required, Comments
Navigation Optional or
Panel Inferred?
Commodity | General CL Description Inferred Inferred from Commodity Code,
Information but can be changed.
Commodity Conditional Inferred Procard commodity
“00100”, if purchase was for a
fixed asset commodity should be
changed accordingly. Otherwise
it should remain as inferred.
Line Type Inferred “ltem”
Quantity, Unit of | Inferred Inferred from the bank file and
Measure, Unit can not be changed
Price
Accounting Accounting Profiles are not used
Profile on PRC2’s.
PCard ID Inferred Inferred from PRCUA
Cardholder
Name
Expiration
Date
Account
Reconciliation Required All transactions will be set to “Not
Sequence/Status Reconciled” and should be
changed accordingly
Receipt Date Inferred Transaction date of purchase,
inferred from bank file
=
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SPECIAL NOTES:
e The Quantity and Unit Price should NEVER be changed by the administrator.

e There will be one commodity line per transaction from the bank file. Never change the amount on
the commodity line, this represents a receipt and you should have a separate receipt for each
commodity line amount.

22 http://162.114.104.152 - AMS Advantage - Microsoft Internet Explorer

FIIRS.  ADVANTAGE
ame, & dert 01 i = Z i

Budoet

Document View PRC2 - 075- PRO1000000001- 1- New- Draft
Header
“Wendar
Accournting Distribution Commodity

~" Commodity

Commodity Line CL Description Commodity | Quantity Line Type
3% - 1 Procard Purchaze - System Use Only 00100 1.00000  tem

53
Insert Hew Line Insert Copied Line First Prev Go To Next Last

Wendor 1: WCOODD1000321 >

Recaleulate Accounting Line Amount

Accounting
Posting rwGeneral Information

Document Comments -

Document History CL Description - Procard Purchase - System Use Received Serice From Date IDQI‘IEQDDB

Document Reference " |Only 2 2 e
Received Service To Date IDQHEQDDQ

Future Triggering :
Commodity : [00100 |
Tax Frofile
Stock ltem Suffix: |
Accounting Profile I b

PCard ID : [0101STUDENTO!
Cardholder Mame : Gardhaolder 1-1
PZard Expiration Date © 0350172007
Account Mumber: 975312468012301

Procurement Purchase Reconciliation Sequence : |45

Description : Reconciliation Status © Mot Reconciled

Receipt Date : ID3B1QDDB

Supplier Part Mumber :

]

Commaodity Description

Line Type : | ltemn e
Quantity : [1.00000 Comments :
Unit of Measure IEA
S - ] &
@ javascript: DOC_SwitchSections{'T15PR_DOC_COMM_Sections',' TISPR_DOC_COMM_SectionS_Button',true) & Internet
' s Start 7 6 Internet E... ~| (8] Inbax - Micro. .. B Training - Mes. .. ® U:\My Docun, . @.{l cmall_procu... = ﬂ}. ; : By LE:' w0, 916 AM
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Secondary
Navigation
Panel

Sub-Section

Key Field

Required,
Optional or
Inferred?

Comments

Accounting

General
Information

Event Type

Inferred

APO1—Authorize
Normal Payment

Accounting
Template

Inferred

Inferred from the
value entered on
the PRCUA record,
but may be
changed

Sub Total Line
Amount

Inferred

Inferred from the
transaction

Check
Description

Inferred

Billing Account
Number

Do not delete or
change

Fund
Accounting

Fund
Dept
Unit
Object

Inferred

Inferred from
Accounting
Template, if not
included in
template; value
must be entered.
Other Fund
Accounting values
may be required by
the department.

Detail
Accounting

Function

Inferred

Inferred from
Accounting
Template, if not
included in
template; value
must be entered.
Other Detail
Accounting values
may be required by
the department.

)
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SPECIAL NOTES:

e From the Accounting Template entered on PRCUA, a single accounting line will be inferred
per commodity line. The user may change any part of the accounting values and in fact,
may be required to enter certain values such as an object code.

e The billing Account Number will be inferred in the check Description field and should not be
changed. This information is provided to the bank so that payment for each respective
agency site is applied properly. If additional accounting lines are added to the document, the
billing Account Number will need to be added to the new accounting line. To maintain
accuracy, it is recommended that the Account Number be copied from an existing
accounting line and then pasted on the new line.

e | http://162.114.104.152 - AMS Advantage - Microsoft Internet Explorer |

’, Ih\ Home Personalize Help Accessibility

g Budget G counting

PRC2 - 075- PRO1000000001- 1- New- Draft

| Actian Meny I
Accourting Distribution Accounting
% Accounting Line | Total Line Amount | Line Closed Amount  Outstanding Amount
~ Accounting 5
& i 1 F100.00 $0.00 $100.00
Insert Mew Line Insert Copied Line First Prev Go To Mext Last

Commedity 1: 00100 2

ik
- wGeneral Information

Document Comments 2 .
sl Event T e.l S etFY.I—
Document History vpe o [APO1T o

Document Reference Accounting Termplate IG?SBD2 Fiscal‘r’ear:l
Future Triggering
Bank Account : IG'I Period :I =
Line Description : | 123456789123456]
Sub Total Line Amount : |$1 Qo000 Check Description :

Tax Amount : |$D.DD
Use Taxamaunt : [$0.00 Special Instructions Code ; I

Total Ling Armount: $100.00 Dishursement Categwil

[ PReference -
 BFund Accounting -

 dDetail Accounting

Niflj ExpandCollapse Detail Accounting = |
Rt

[ bExtended Description

[ £

Top

@ javascript: AMSTAE_ToggleSectioni' TIEPR_DOC_ACTG_Seckiond',' TI6PR_DOC_ACTG_Sectiond_Button'); & Internet

T 6 InternetE... - Inbo ro... B Training - Mes. .. & U:\My Docum, .. DY cre01_pracu... EE BB Ug =Y, o18am
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IMPORTANT NOTES TO REMEMBER CONCERNING PRC2’s:

If the purchase is against a 1099 reportable object, the Vendor Customer Code or Taxpayer ID
and Taxpayer Type are required.

If the purchase is for a fixed asset, the Administrator should change the Commodity code to a
fixed asset commodity to properly record the purchases of the asset and create a fixed asset
shell.

The Accounting Template entered on the card record on PRCUA will be used to populate
accounting elements and reduce the risk of errors. Users are able to edit or enter additional
elements in the fund and detail accounting sections. Anything entered by the user will override
defaulted values from the template.

The Administrator should update the Reconciliation Sequence/Status accordingly to properly
identify the reconciled transactions.

Areas of the PRC2 document such as the Reconciliation Status, Commodity Code and
Accounting section can be modified prior to the disbursement (Electronic Funds Transfer).

]
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Exercise 2 — Review and Verify a Procurement Card Payment PRC2

Scenario

Your site has a PRC2 document and transactions need to be reconciled so that the document can be
submitted for payment.

Task Overview

You are logged in to eMARS using your student ID and password. You will locate your procurement
card payments and verify the transactions.

Procedures

1. Go to Search — Document Catalog

23 http:/162.114.104.152 - AMS Advantage - Microsoft Internet Explorer

A D\'{L\N T,AG E Home Personalize Help Accessibility Logout

it 01 Procuremert 0L = = le  Bucloet Antin

EMICER R £ enter Document Catalog

+ Search
Page Search Create
Document Catalon sk

infofdvantace
» History rwlocument ldentifier

» Favorites

S — Code : [PRC2 Unit - {UNIT
Dept.: [758 ID:|

Create User 1D Create Date : I

r bDocument State

Browse Clear

| Actian Meny I
Open “falidate Submit Copy

Code Dept. Unit ID Comments Version Function Phase Status Date User ID Amount Active

First Prew Mext Last
Meny

0 Internet

: s Start 7 7 Internel orer - Inbox - Micrasoft Out... DY cme01_procurement _...

)
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2. Enter PRC2 in the Code field under the Document Identifier section.

3. Enter the Department, Unit and ID from your student card in the Document Identifier section.
Click Browse.

NOTE: In production you can search for your administrative site’s procurement card documents by
department, unit and document status.

4. (Click the PRC2 Link. The draft payment document opens.

BEE

Personalize Help Accessibility Logout

able ounting

Procuremert  Accounts Payable  Account:

Bucioet

R PRC2 - 075- PRO1000000001- 1- New- Draft

+" Header | Action Meny I

Load Accounting Profile
sk
rwGeneral nformation
:9”—‘”;1_ S Actual Amount : $70.00
Accourting Distribution Dacument Name : ;
e Retainage Amount ) : $0.00
Commodity
Accounting s Discount Amount i3 ; §0.00
: Record Date : l i |
FPozting - Penaltyinterest Amount {+) : $0.00
w Budgst FY : | withheld Amaunt (-} - $0.00
Documnermnt History
Document Reference Fiscal vear: l— Intercept Amount i-) - $0.00 =
Future Triggering Usze TaxWithheld () : $0.00
Period : I Default Intercept Fee Amount i) - $0.00
: Supplementary Intercept Fee Amount(-) : $0.00
Bank Account l ™
B Payment Amount (=) - $70.00
Accounting Profile I Outstanding Amount © $70.00

Closed Amount : §0.00
Feferenced Amaunt : $0.00

Replacement: [~
FCard Payment: W

Closed Date
PCard Administratar IStudentm
Cited Authariy : | T
Dacurnent Description : gé?gétg%%rg Ll
rePayee
Payee Yendor : [ CODOD100077
Payee Name : [HCIGARIAM
b
< 1 =
0 Internet
: s Start 7 6 InternetE... = Inbox - Micra... B Training - Mes. .. ' U:iMy Docum, .. Oh cme0i_procu... = ﬁn}‘ % -5-» m Yy 9113 AM

NOTE: Security will ensure that you can only view/edit PRC2 documents from your Administrative
site.

5. Click Edit.

)
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6. Click the Vendor section from the Secondary Navigation Panel and ensure that Cardinal Office
Products is highlighted.

http://162.114.104.152 - AMS Advantage - Microsoft Internet Explorer

Home Personalize

~" endor

Vendor Line | Vendor Customer Legal Name Line Amount

3% ~ 1 %C0000100031 Cardinal Office Products 20,00

Insert New Line Insert Copied Line First Prev Go To Mext Last

! sk
Accourting
Posting rwGeneral Information 3
Document Comments X 3 =
Docamentfiziors il Wendar Custormer |VCDDDD1DDDS1 Wendar Contact 1D |
Document Reference Legal Mame : |Cardina| Office Products vendor Contact Mame :|
Future Triggering
AliasiDBA: | Wendor Gontact Phone : |
Address Code IADDD1 Wendor Contact Phone Ext. I
Address 1 :IS?E E Main St Wendor Contact Email :I
Address 2: | Fauc: |
City IFrankfort Fax Extension :I
State || Kentucky b Weh Address hitp:r |
Zip Code : IADED1 Taxpayer D Number:l
Country IUS Taxapayer |D Type :
Caunty : I Merchant 1D : |VCDDDD1DDDS1
Tax Profile :
Received Service From Date I
Received Service To Date I
~|
@ - ) B
0 Internet
14 Start Z 6 InternetE... - | €] Inbox - B Training - Mes. .. & L:\My Docum. .. O cmé01_procu... = ﬂ}, BOENGAL 1Y LE:_ o |

)
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7. Click the Commodity section from the Secondary Navigation Panel.

<3 http:/162.114.104.152 - AMS Advantage - Microsoft Internet Explorer

-% % D\'{AN T,A(] E Personalize Help Accessibility

t 01 Procuremenrt  Accounts

Buciget

Document View PRC2 - 075- PRO1000000001- 1- New- Draft
Header .
| eadet 000000 Action M
Sendor QJ
Accourting Distribution Commodity
~ Commodity

Commodity Line CL Description Commodity | Quantity | Line Type

&% - 1 Procard Purchase - System Use Only - 00100 1.00000  ftem
B
Insert Mew Line Insert Copied Line First Prev Go To Mext Last

Wendor 1: WCOODD100031 >

Becaleulate Accounting Line Amount

Accourting
Fozting rwGeneral nformation
Document Comments

Document Histo L Description
Document Reference

Procard Purchase - System Use Received Service From Date IDQI15QDDQ

nly : ; i
Documen Aefer Received Service To Date IDQH 572009
e Commadity : IDD1DD

Tax Profile :I

Stock ftern Suffix -
Accounting Profile :I

Peard D - 1101 STUDENTO!
Cardhaolder Mame : Cardholder 1-1
FCard Expiration Date : 0350152007
Account Mumber: 9753124680123

Procurement Purchase Reconciliation Sequence:l45

Description Reconciliation Status : Mot Reconciled

Receipt Date IDSB1QDDE

Supplier Part Mumber

]

Commodity Description

Line Type : | ltem b

Quantity : {1.00000 Comments

Unit of Measure IEA

|

0 Internet

B Training - Mes. .. & L:\My Docum. .. E_?'_g cm&01_procu... = ﬂ}, : -5;»,} Wwhy U LE:' S 916 AM

8. Use the Pick Listto change the Reconciliation Sequence and Status to 48 — Accepted.

9. Select Commodity Line 2 and change the Reconciliation Sequence and Status to 49 — No
Receipt.

10. Click the Accounting section from the Secondary Navigation panel. The page opens to the
Accounting Details General Information section.

)
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11

. In the Fund Accounting section change the Object code to E366.

A http://162.114.104.152 - AMS Advantage - Microsoft Internet Explorer,

Document View

Home Personalize Help Accessibility Logout

ADVANTAGE

Student 01 Buciget Aritirc

0001 1

PRC2 - 075- PRO1000000001- 1- New- Draft

Heacler

| Actian Meny I
Mendor
Accourting Distribution Accounting
~" Accountin 5
b3 v i ($50.00) $0.00 ($50.00)
Insert Mew Line Insert Copied Line First Prev Go To Mext Last
Commaodity 2: 00100 >
7k
rwGeneral nformation
Document Comments Event Type IAF'D1 Budget FY: I
Document History
| Document Reference Accounting Termplate IG?SBD2 Fiscal Year: I
Future Triggering
Bank Account IG'] Period:l

Line Description : I

Sub Total Line Amaunt : |(§50.00)

Tax Amount : I$D.DD
Use Tax Amount : |$D.DD

Total Line Amount: (§50.00)

Check Description :

Special Instructions Code :I
Disbursement Category:l

r
4

J start

[ PReference -

rwFund Ace
Fund: 0100 Ohject omsa:[
subFund:[ subobject: [ subossa:|
Department : I?'EB— Revenue : [— Dept Ohject: l—
Llnit : W’— Sub Revenue I— Dept Revenue : i— b
< | >

O Inkernet

m

- I8 2 Microsoft office ...~ By U5 m, 9:354M

7> 6 Internet @ LMy DocumnentsiPr, .. DY cme01_procurement. ..

NOTE: You are on the accounting for Commodity 2. If you want to change the accounting for a
different commodity for that vendor you can select the blue highlighted Commodity 2 section and
select the appropriate commodity line. If you want to change the accounting line from a different
vendor, you would need to go to the Vendor section and select the appropriate vendor, go to
Commodity section and select the appropriate commodity for the that vendor, and then select the
Accounting section to get to the accounting lines for that commodity.

12.
13.
14.

15.
16.

)
& calIams

o

lick Validate. Check for errors and correct them. Click Validate again.

)

lick Submit after all the errors have been corrected.

>

message is returned Document submitted successfully. The document changes to a Final
ocument. (In Production, the document is submitted to Workflow for approval).

O

lick Close to exit the document.

lick the Home Action Button to clear the screen and return to the Home Page.
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Paid Procurement Card Transaction (PRCUT)

The Paid Procurement Card Transaction (PRCUT) table stores approved transaction information for
each administrator and provides the Reconciliation Status (i.e., Reconciled, No Receipt, Disputed,
Sales Tax Included). Because this table is updated from the payment request document, all fields on
this table are protected with the exception of the Reconciliation Status field. This field can be edited
by the administrator when the status changes for example a receipt is received after payment has been
made. The status can be changed from No Receipt to Reconciled and the record saved. Any time this
status is changed, the Last Action Date field will be updated automatically by the system.

NOTE: Transactions will not appear on this table until the PRC2 document is in “Final” status.

Paid Procurement Card Transaction

Menuy Quick Search

PCard ID 4 Digit Card # | Reconciliation Status Vendor Hame Document Reference
97531246801 2330 3001STUDEMTI0  sessassarata3nng - hlot Reconciled Cardinal Office Products  PRCZ 075 000000002
w9753 2468012330 300MSTUDEMTI0  #esstassiastaing o Receipt Cardinal Office Products  PRCZ OFS 0600000002
97531246801 2330 3001STUDEMTI0  sessassarata3nng - hlot Reconciled Wal-Mart PRCZ 075 0500000002

First Prew Mext Last

Details
Save Undo Search =13

—wGeneral Information

Administrator |0 |Student3[l PR Doc Code |F'RCE

Reconciliation Status : [No Receipt PR Doc Dept: 075

PCard ID : [3001STUDENT3O PRDocUnt: [

4-Digit Card #: |“'*'“'*'“'*'*'“'3DD1 FR Doc D ||:IEI:II:II:IDI:II:IEI2
Last Action Date |D4I19EDDE Wend Line : |1—
Account: |9?5312458D1233D Zamm Line |2—
Cardholder 1D | AcctLine |1—

Cardholder Marne : [Cardhalder 30-1 Amount : |(§50.00)

vendor : |YCODOD100031 Date of Recard : W

Yendor Marme |Cardina| Office Products

Merchant 1D |VCEIEIEIEI1EIEIEI31

]
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SPECIAL NOTES:

e The only field that can be modified on the PRCUT page is the Reconciliation Status
[ ]

Administrators will be able to search for and sort transactions by status (i.e. Reconciled, No
Receipt, Disputed, Sales Tax Included)

e The Procurement Card Payment (PRC2) Documents can be opened thru the document
links.

]
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Exercise 3 — Adjust the status of a transaction on PRCUT

Scenario

Your site has received/verified a receipt for a transaction previously marked as No Receipt on the
PRC2 document. The reconciliation status of the transaction needs to be changed on the PRCUT
table.

Task Overview

You are logged in to eMARS using your student ID and password. You will locate the PRCUT table and
adjust the status of a procurement card transaction.

Procedures
Go to Search - Page Search. In the Page Code field enter PRCUT. Click Browse.

2 hitp:#/162.114.104.152 - AMS Advantage - Microsoft Internet Explorer

', Ih} ’ Personalize  Help  Accessibility  Logout
" £ 4 i
j s eme

Intin:

Training 3 Financial
» Message Center
v tessn Page Search
Page Search
Document Catalog

» History

> Favoritos PAGRYOER

+ Administration Description : l*—
Page Code : IPHCUT"

Browse Clear

Description Page Code

v Paid Procurement Card Transaction PRCUT

First Prev Mesxt Last Open With Data

. Internet

:4 Start > 4 Internet Explorer ~ | [@] Finance CRC Group - ... O cmet_procursment_... B EBiF%as v U= 12erm

1. Select the Paid Procurement Card Transaction (PRCUT) link. The PRCUT Table opens.

)
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2. Click the Search link to search for transactions. Use the Pick List to select No Receipt in the
Reconciliation Status field. In the PCard ID field enter “* and your Student ID. Click OK.

‘A Search - Microsoft Internet Explorer pro... E|@”X|

Reconciliation Stat&: I

PCard ID: |

4-Digit Card =: |

Cardholder Hame @ I

Vendor Hame : I

k Clear Cancel

NOTE: The transactions with “No Receipt” should appear.

)
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Paid Procurement Card Transaction

~ B7S31 2463012330 3001 STUDENTS0  essssasasia 3001

PCard ID

4 Digit Card # | Reconciliation Status

Menu Quick Search

Vendor Hame Document Reference

Cardinal Office Products  PRCZ 075 0600000002

Mo Receigt

First Prew Mewst Last

Details
Save Undo Search

rwGeneral Information

sk

Adrinistrator 1D : [Student30 PRDocCode: [PRCZ.
Reconciliation Status |Nc| Receipt PR Dot Dept: ’0757
PCard ID : [3001 STUDENT30 PRDocUnit: [
4-Digit Card # : [P | PR Doc I : [DE00000002
Lastaction Date : [04/04/2006 [ vendLine: [t
Account ,m Comm Line ,27
Cardholder D | AcctLine ’17

Cardholder Mame : |Cardho|der30—1 Armount : |(550.00)

Date of Record : (04032006 P

Wendor : [CO0DD100031

Yendaor Mame |Cardina| Office Products

Merchant 1D |VCDDIZIEI1DDI331

r BFund Accounting

r kDetaill Accounting

Top

3. Ensure that transaction you want to change is highlighted. In the Reconciliation Field use the
Pick Listto select 48-Accepted.

Click the Save link.
5. Ensure that there were no errors. If yes, correct the errors. If no, record saved.

Loqg Out of eMARS

You will conclude this class by logging out of the application.

1. Click Logout. This closes the eMARS application and ends your session. You can now close the
open browser windows.

)
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PCard Disbursement Process

PRC2 documents are created with the schedule pay date inferred. This date represents the Due Date
for payment to the issuing bank. In order for the bank to receive payment by the due date, an
Electronic Funds Transfer (EFT) document will be generated for each PRC2 document in final status
about three business days prior to the schedule pay date. Therefore it is imperative that administrators
follow the PCard Payment Schedule provided at http:/finance.ky.gov/internal/procards/ to ensure timely
payment. A summary of payment attributable to each administrative site (Billing Account Number
located in the Check Description field) will be provided to the bank at the time of payment.

NOTE: Administrators will be responsible for having all documents approved in sufficient time for
the EFT to reach the issuing bank by the due date on the document.

Rejected Disbursement Documents

Through the nightly Automated Disbursement process checks (AD) and Electronic Funds Transfer
(EFT) documents are created and submitted to a final status provided no errors are encountered.

When the PRC2 document is submitted budgets from all accounting lines are validated to ensure
adequate funds are available. Upon creation of the EFT document, both cash and budget are
validated. If funds are not available in either cash or budget for any accounting line, the disbursement
(EFT) document will reject. All AD’s and EFT’s in “Reject” status are deleted during the nightly cycle.
An AD/EFT Exception Report is generated which lists all payment documents that were not disbursed
as scheduled. This report is posted daily at http:/finance.ky.gov/internal/eMARS/.

NOTE: It is the responsibility of each administrator to review the AD/EFT Exception Report for
PRC2 documents belonging to their administrative site. Administrators should ensure all errors are
corrected so that the document will disburse. This may require modifying the PRC2 document to
reflect a budget where funds are available.

]
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Reporting

Agency personnel will also be able to run agency specific reports containing procurement card data
within infoAdvantage. Actual card numbers will not appear on reports for security purposes; however,
fields such as the PCard ID and/or Cardholder Name can be used to identify cardholders.

e 8010 PCard Monthly Settlement Report — summarizes document dollar totals for
a specific due date and provides a grand total for the cycle for reconciliation
purposes. (Currently in InfoAdvantage)

e 8020 Activity Report — provides transaction detail for a specific date by
cardholder. (Currently in InfoAdvantage)

Please refer to the Standard Reports Independent Study Guide (ISG) located on the eMARS web page.

]
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3 — Session Summary

The Procurement Card Process within eMARS involves several tables and batch processes to capture
the credit card transactions and to make the EFT payments to the issuing bank. The process begins
with the issuing of the credit cards to cardholders and the establishment of the credit card information
on the Procurement Card Administration (PRCUA) Table. The PRCUA table includes:

e Card Number;

e Cardholder information;

¢ Administrator information;

e Effective and Expiration Dates;

e Default Accounting Templates; and
e Spending Limits.

Once the PRCUA table is established, credit card purchases are made, and the issuing bank will send
a file of all of the transactions daily. The file will be loaded into eMARS where the process will create
Procurement Card Payment Request (PRC2) Documents. The PRC2 payments will need to be
reconciled and approved by the administrators. Once the payments have been approved and
processed they will update the Paid Procurement Transaction (PRCUT) Table. Then, on a monthly
basis the disbursement process will accumulate all of the payments from the month to create EFT
transactions, which will be sent to the issuing bank for payment.

]
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Review Questions

Question #1

Why would a transaction received in the bank’s file not appear on a PRC2 document?
A. The card record was not found on PRCUA
B. The total of the transactions sum to a credit balance
C. The card number was entered incorrectly on PRCUA
D. All of the above

Question #2:

The Actual Card Numbers will appear on all reports. True or False?

Question #3:

Procurement Card Payments (PRC2) will be created on a monthly basis. True or False?

Question #4:

What area is to Never be changed by the PCard Administrator when reconciling each PRC2?
A. Commodity Line Amount
B. Check Description Field
C. Scheduled Payment Date
D. Document Description
E. All of the above

Question #5:

What is the purpose of the PRCUT table?
A. Enter cardholder records
B. Centrally maintained table used to identify orphaned transactions
C. Review transactions by Reconciliation Status
D. Used to enter Accounting Templates

Question #6:

The administrator is responsible for procurement card setup and reconciliation in eMARS as well
as the VIS website. True or False?
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Answ

ers to Review Questions

Question #1 Why would a transactions received in the bank’s file not appear on a PRC2

docu

ment?

1

D.

Question #2: The Actual Card Numbers will appear on all reports.

2

False

Question #3: Procurement Card Payments (PRC2) will be created on a monthly basis.

3

False — PRC2 payments will be created nightly.

Question #4: What area may be changed by the Pcard Administrator when reconciling each

trans

action?

4

E.

Question #5: What is the purpose of the PRCUT table?

5

C.

Question #6: The administrator is responsible for procurement card setup and reconciliation.

6

True.
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